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SECRETARY TO THE POLI CE CHI EF

(Conpetitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is a technical, hi ghly responsible clerical and
st enographic classification involving the taking of dictation,
accurate typing of correspondence, reports and records and all
ot her duties of a secretary i ncl udi ng receptioni st
responsi bilities. | ncunbent acts as clerical and appoi nt ment
adm nistrative assistant to the Police Chief and for other
ranking police officers.

EXAMPLES OF WORK:
(NOTE: The exampl es belowindicate only the general type of work
performed in this class and are not intended to restrict duties
to those listed.)

Takes and transcribes dictation and types from rough draft and
ot her sources, letters, nenpranda, forns and other materi al;

Acts as clerical assistant to the Chief of Police, conposes
i nportant correspondence, relieves the Chief of mnor clerical
and adm ni strative details and rel ays orders and i nstructions to
other clerical personnel at the Chief's direction;

Answers tel ephone in Chief's office, dispenses information to
callers, in accordance with policy and appropriately refers
callers on to the Chief or to other officers of divisions;

Acts as office receptionist for Chief and other ranking
officers, routing visitors to the proper officer as indicated,

Prepares Chief's report to the Admnistrative Authority
concerni ng departnmental activity and conditions in the city of
interest to the departnent;

Prepares any correspondence, report, record, purchase order or
any routine detail of office operations as required;

Takes statenents from wi tnesses and confessions fromprisoners;

Perfornms various related duties as assigned, required, or
i ndi cat ed.

REQUI RED KNOWL.EDGES, SKILLS AND ABI LI TI ES:

Good knowl edge of nodern office practices and procedures and of
busi ness English, spelling, arithnmetic;
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Good judgenent in making decisions in the |ight of established
procedures and precedents, and resourcefulness in neeting new
pr obl ens;

Skill in the use of typewiters, adding machines and other
of fice equi pment;

Ability to handle routine «clerical oper ati onal details
i ndependent | y;

Ability to accurately and effectively take and transcribe
dictation and to type from notes and recordi ngs;

Ability and willingness to take and followoral instructions and
to establish and naintain satisfactory working relationships
with other enployees and the public and retain confidential
i nformation.

QUALI FI CATI ON REQUI REMENTS

Must be not |ess than eighteen (18) years of age at tinme of
appoi ntment from enpl oynent |ist;

Must have not less than a high school education and have
sufficient training to indicate the ability to satisfactorily
performthe required work;

Must successfully pass a nedical exam nation assuring good
health sufficient to indicate, in the opinion of the |ocal civil
service Board, the physical ability to satisfactorily perform
the required work and neet all other general provision of
Par agraph 23 of the Municipal Fire and Police Civil Service | aw
and nust successfully pass a psychiatric exam nation before
appoi ntment from enploynent |ist;

Must successfully pass a Civil Service exam nation testing
aptitude for beginning work in this class.
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